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FOREWORD

The work of the Teacher and Principal Evaluation
Committees in constructing job descriptions and evaluative
instruments presented herein was commendable. This hand-
book represents one of the most realistic and progressive
documents ever assembled on the subject of staff evaluation.
An outstanding production. Appreciation is extended to
Dr. Philip Saif, consultant, and to all members, individ-
vally and collectively, of the evaluation committees.

These job descriptions and instruments serve as
initial exemplary models for the school systems throughout
Connecticut seeking to improve their staff evaluation
programs. Continued efforts in this endeavor are urged.

As we implement our evaluation programs, staff
membevrs' jideas and recommendations are invited. This
manual is your resource; use it. That all our endeavors
converge to improve the quality of the student learning
experience is our main objective and continuing purpose.

=

r. Peter D'Arrigo, Chairman
r. Louis Mager

Dr. Raymond Ramsdell

Staff Evaluatijon Project

=
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PREFACE

Connecticut P.A. 74-278* requires the evaluation
of teachers and administrators on a continuous basis. In
accordance with eleven interpretivé guidelines adopted by
the State Board of Educatiﬁni the criteria for evaluation
mandate a comprehensive description of the responsibilities
of teachers and principals. Guideline IV, in fact, states:

The general responsibilities and specific
tasks of the tvacher's position should be
comprehensively defined and this defindition
should serve as the frame of reference for
evaluation,

Dr. Peter D'Arrigo, Superintendent of Schools in
Windsor Locks, felt that in order to develop a comprehen-
sive and meaningful evaluation system, it was first neces-
sary to define the specific tasks and responsibilities of
teachers. The Superintendent and tke chaivperson of the
Windsor Locks Teacher Evaluation Committee, John Maxwell,
agreed upon a committee of teachers to develop a job de-
scription for a classroom teacher., The four persons on

, ~*The law, the guiding principles, and the guide-
lines with their criteria are in Appendix B of this handbook.
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the committee were Nancy E11is, Stephen Foley, John Maxwell
and Robert Morrell. The committee and the writer of this
handbook met frequently and worked diligently in creating a
job description for teachers that the committee felt most
approximated an "ideal"” but realistic model for a classroom
teacher. The Superintendent provided helpful encouragement
and time to the committee as they proceeded with their task.

In March of 1976, Windsor Locks, in cooperatior with
Enfield and Vernon, applied for a grant from the State
Department of Education to wovk on a handbook for the eval-
uation of teachers and principals. The writer was asked to
serve as consultant to the project. When Title V funds were
made available, the job description for classroom teachers
developed by Windsor Locks served as a nucieus for discussion.
Teachers from the three school districts were choser and met
together during several sessions in-Enfield to tailor the
job description of a classroom teacher into its best possible
fornm,

The three school districts found that none of the
evaluative instruments presently in use by various school
systems correspond to the job descriptions included in this
handbook. Consequently, instruments were developed by the
committee to match the job descriptions in order to facildi-
tate the assessment of teacher and principal performance.
The instruments were designed to be easily used without
special training.

It is important to remember thit the primary purpose
of Connecticut P.A. 74-278 is to improve the student learning
e#pE?ience in any given school. The handbook is designed to
aid in achieving that purpose. Whereas the instruments make
reference to certain areas of evaluation such as subject



knowl edge, these aspects of evaluation and their measurement
are dealt with more fully in other specialized publications,
as indicated under "Limitation of Instruments." The major
focus herein is on the student learning experience.

Philip S. Saif
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INTRODUCTION

The averall purpose of evaluation is for the im-
provement of the student-learning experience. VYet "eval-
uation" is seen generally as a required negative experience
to which all must submit. Often as not, this negative
anticipation 0of evaluation thwarts the intended result,
sometimes even creating more difficulties and/or problems

‘than existed prior to the evaluation.

The procedure for effective, objective-based eval-
uation is one that requires a mutuality of trust and cooper-
ation between the teacher and the evaluator, as well as the
input of as much data from as many sources as reasonably

possible,

An evaluation process resulting from the above would
therefore be a meaningful experience resulting in the improve-
ment (or maintemance) of quality performance.

The procedure of (1) pre-conference(s), (2) mid-year
conference(s), and (3) end-of-year conference(s) for evalua-
tion is suggested in the hopes of uitimately achieving an
improved student-learning experience. Each component of the
procedure is a5 follows:

I. Pre~conference(s): The teacher and the
evaluator mutually decide in writing upén
the objectives, the activities, and the
methods of validation. This should occur
at the beginning of the school year.
(September/October)

-2.
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The following procedure serves as a means by which
the teacher and the evaluator mutually decide upon objectives,

activities, and the methods of validation.

1.

‘\I‘-I

entification of items

1.1 The teacher uses the following table and checks
in front of each item under the column he/she
feels is appropriate:

Needs Not
Help Apnlicable

Category Satisfactory

Planning and Preparation
2. Organization of students
and classroom management
3. Instruction and Interac-
tion
Assessment
5. Competencies and Pro-
fessional Development
6. Human relationships

1.2 The evaluator uses a separate copy to make appro-
priate checks.

1.3 The two lists are to be compared, If agreement is
reached under the column marked "Needs Help," then
this area is definitely the top priority for con-
structive action. If not, further discussion(s)
and communication are needed until such agreement
is reached,

2. MWhat follows the identification of areas needing help?

2.1 For each area needing help, proceed as in section 1
using the sub-headings from the job descr1pt1cn, as
the following example demonstrates:

12
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- ) ) 7 ~ Needs
Example Satisfactory {Improvement

Planning and Preparation
jﬁg Identifies long and short term objectives.
l2. Prepares and maintains written plans.

ings

d

ub-
d

e

S
h

2.2 Again the two lists are compared and the specific
areas needing improvement are identified more
clearly.

3. MWhat about the principal's evaluation?

Use the same'technique as with classroom teachers,
using the principal's job description as the guide.

4. What happens if mutuality is not achieved during the
initial comparison of responses?

4.1 Some school distyicts thought of a third party in
cases of disagreement. The writer of this hand-
book disagrees with such an approach. The spirit
of the law is to enhance communication between a
teacher and an evaluator, and a third party could
inhibit the achievement of this goal.

4.2 Lack of agreement is the first step in starting a
dialogue (not a monologue on the side of the eval-
uator). A cooperative attitude of "give and take"
will result in agreements. Another way to deal
with this problem is to try each side's point of
view for a semester or for a year, and then com-
pare the results,

Above all, if there is trust, there will be no

fear. The purpose of the entire evaluation pro~
cess is to attempt to improve a teacher's effective-
ness. This will best be accomplished through trust
and cooperation.

13




5. When a teacher and an evaluator reach an agreement, they
must determine the activities that will be used to meas-
ure the outcome. The suggested instruments in this
handbook are designed to assist teachers and evaluators
in their attempts to measure the degree of achievement
of the objective(s). Still other instruments can and
should be created by teachers and cvaluators to suit
their needs.,

IT., Observation(s) - Mid-Year Conference(s)

(January/February)

The teacher and evaluatcr will monitor
the achievement of objectives. The eval-
uator will have observed classyroom teach-
ing and/or whatever other aspects of
responsibility mutually selected during
the pre-concerence. .Strategies for im-
provement and/or reinforcement will be
discussed.

[I1. End-of-Year Conference(s)
(May)
This is for the purpose of assessing the
degree of success in reaching each of the

T witl

objectives. A summative evaluation
result from this conference.

]See glossary for definitions,




Suggested Forms:

The forms that appear on the following three pages
will facilitate putting the agreed upon objectives, activ-
ities and validation on one form.

The terms supervisor and supervisee are used so that
the forms could be used in the case of a classroom teacher
or a principal with the eva]uatar(s).

There is no sacred number of objectives to be
adopted; nor is there a g1ven Tength of time for each objec-
tive. An objective could be successfully accomplished with-
in weeks, while another may last for a year or even longer.
The users of the suggested forms can use as many pages as
needed.

Concluding Remark:

While writing objectives, remember that an objec-
tive must be: measurable, time phased, explicit, realistic,
and related to the goal(s).



I.

Initial Conference(s)*

(September/October)

Supervisee_ _ 77 Signature . —
Date .

Supervisor__ _ ) _Signature o - -
Date 3 .

Objectives**

Activities
to
meet each

objective

Anticipated
completion
date

7 Validation
(How do you know that
the objective has

been met?)

i

the supervisee.
**Each objective includes:

?A copy is to be in the hands of the supervis

or, and another in the hands of

(a) the observable and/or measureable perfarmance

that is to occur, (b) the method by which one can determine how well the
performance is conducted, (c) the time element, and (d) the level of

satisfaction (proficiency level).

-7-



II. Intermediate Conference(s)

(January/February)

By January, both the supervisor and the supervisee should be able to offer
a preiiminaqy estimate of the degree of achievement of objectives. 0Objec-
tives at that time could be added, deleted, modified, or kept as they are;
brovided that whatever is mutually agreed upon is in a written form.

For the purpose of such conference(s), the following form is suggested.

Intermedi ate Conference(s)
(January/February)

Supervisee 0 Signature__ —_—

Date e
Supervisor ' . _ _ Signature______
Date e
7  status
Un changed 7
Objecti ves + | Modified Estimate
DJetilves New 7 =2srlnaLe
De Teted




I1I. Final Conference(s)

(May)

By Iiﬂa;y, the supervisor, with the supervisee, will be able to make the
final evaluation based upon the degree of achievement of the objectives.
By that time, objectives for the next year could be identified. The
following form is suggested. o

Fina1 Conference (s)

(May)

53 gnature_

Supervisee__

Date_ _ —
Supervisor___ . e __ Signature_ . )
Date__ — —
Ai
Objectives Assessment of degree of achievement

Objectives f'foﬁiﬂext Yﬁeaﬁ




PART I

CLASSROOM TEACHER

A. A Teacher's Role

B. A Teacher's Job
Description




A. A Teacher's Role

A teacher's role is to perform in such a way that
he/she Facilitates, stimulates and guides the learning
of students, other teachers and community members. The
unique teaching style and scope of each individual teacher,
as related to the following job description, should be
recognized by the evaluator.

This job description attempts to delineate tasks
that a¥l teachers should perform and to describe abilities
that teachers should demonstrate, The teacher who goes
beyond these tasks and abilities is one who exemplifies a
spirit of enthusiasm and dedication to the job and to the

students,

20
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B. A Teacher's Job Description

In this job description the absence of some familiar
words and terminology is conspicuous; e.g., "emotional
stability," "properly dressed," and "creative.," McNeil and
Popham made it clear when they wrote:

Further items often used to assess personal
characteristics are seldom adequately. defined
and at times are not consistent with each other.
Dress has been, and increasingly is a matter of
personal preference; except for extreme cases,
emotional stability is something even psychol-
ogists have difficulty agreeing on; the factor
of initiative seems to contvadict the predisposi-
tion to accept regulations. Second Handbook of
Research on Teaching, 1973, p. 233.

Also, the reader will recognize that the area of
discipline has not been_ dealt with explicitly, It is be-
lieved that the concept of “discipline" is implicitly con-
tained in several of the components of the job description.

In order for this handbook te be of value to the
school districts, several basic classifications are needed:
1. The word "teacher" is used in this brief

discussion as it is used in the law; i.e.,
everyone below the rank of superintendent.

2, The word "mutuality" refers to the trust
and conscientious agreement between a
teacher and an evaluator for the improve-
ment of the teaching-Tearning experiepce.-

3. Appendix A is a glossary of words used in
the job descriptions of the classroom
teacher and the principal.

With this introduction in mind, the reader can proceed

to the following pages of the job description.

21
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1.

Planning-and Preparation

The teacher:

. w oW
[PLI S

ol mmanl gl
- s .
R vy B §

identifies long and short term course objectives.
prepares and maintains written plans. )

plans individual and group activities (i.e.,

field trips, role playing, class discussion,

movies, slides, records, interaction, etc.).

selects appropriate learning from available sources:
texts, supplements, AV materials, etc.

evaluates his objectives.

plans for performance evaluation.

modifies plans as necessary.

Organization of Students and Classroom Management

2.1

2.2

Professional Tasks

The teacher:

2.1,1 provides an environment in which students
learn and interact. ,

2.1.2 provides an environment in which the sty-
dent feels emotionally and physically
secure, : ‘

Procedural Tasks

The teacher:

-2.1 follows routine school procedures.

.2.2 maintains appropriate student records and
submits required reports within designated
time Timits, ,
maintains an up-to-date record of basic
information for the use of substitutes as
required,

2.2.4 develops and maintains necessary classroom
materials, displays, and equipment.

(RN R AN ]

M
»

I
L

o
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3, Instruction_and Interaction

3.1 Instruction

The teacher:

3.1.1 chooses activities and wmethods which best
meet predetermined objectives,

3.1.2 is aware of,:and use$ ¢ommunity resources

, when available and applicable,

3.1.2 encourages full pupil participation in the
learning experience. , ,

3.1.4 encourages pupil in both affective and
cognitive domains.

3.1.5 ~encourages analytical and critical thinking.
3.1.6 teaches desirable work habits and study
, skills.

3.1.7 provides opportunities for individual
achievement,

3.1.8 executes plans,

3.2 Interaction
The teacher:
‘

3.2.1 explains fully to students what is expected

from them in the learning gituation.

3.2.2 creates an atmosphers where students feel
free to express their wiews while encourag-
ing respect for the rights, opinions, prop-
erty, and contribution of others,

3.2.3 creates an atmosphere in which students
perceive that the teacher cares about what
and how they learn.

3.2. promotes self-awarenes% and self-respect.

3.2.5 encourages students to work to the best of

their abilities and to take pride in their
achievements.

is sensitive to, and adjusts as necessary to .
differences among children and considers the -
overall well-being of the individual child:
is available for individual consultation at
a mutually agreed upon time., =

keeps in confidence information that has
been obtained in the ¢ourse of professional X
service, unless disclosure serves profes- R
sional purposes or is vequired by law. ‘

o
.

I
L=

L]
.

i
—
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~
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3.2.9 attempts to establish the confidence and
respect of students.

3.2,10 is consistent in his/her expectations of
and reactions to students' behaviors, ,

3.2,11  demonstrates an acceptance of the students'’
development from dependence toward inde-
pendence.

4. Assessment

The

O LN o [ ¥V AN

- £

teacher:

uses tests for diagnostic purposes and/or place-
ment.

interprets the results of tests,* ,
establishes and informs students of the basis of
assessment, v B ‘
periodically assesses student accomplishment of
objectives. ,

reviews test results with students.

encourages student self-evaluation.

*The term "test" encompasses all methods of assessment
that a teacher uses, and is not limited to the concept

of

a test requiring the use of pencil and paper.

The

5.1
5.%

w
L

U Ln
3=

teacher:

demonstrates knowledge and application of subject
matter, 7 7
keeps abreast of developments in techniques, phil-
osophy, and content in the professional literature
relating to teaching practice and subject areas.
takes advantage of courses, in-service training,
and conferences in his/her area of specialization
and competency.

makes use of constructive criticism.

sets realistic goals for self, based on a clear
perception of his/her limitations and capabilities
and the reality of his/her situation.

-] B
24
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5.6 makes use of student reactions as valid data for
the evaluation of his/her teaching effect1veness
{(for personal use only).

demonstrates self-control,

demonstrates positive self-confidence.

gquestions the system construct1ve1y when believed
necessary.

jdentifies any factors that may have interfered
with teaching effectiveness.

LSa ey Sy ]
O O =4
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Human Relationships

The ultimate purpose of maintaining sound relationships
among s$taff and parents will be for the benefit of students.

6.1 Staff

The teacher:

6,1.7 cooperates with co-workers by sharing ideas
and methods of instruction.
"6,1,2 exhibits professional and ethical behavior
toward fellow teachers and co-workers.,
6.1.3 contributes to committees, faculty meetings.

6.,1.4 seeks assistance, advice, and guidance as
o necessary from colleagues and/or specialists.
6.,1.% provides ass1stance, advice, and gu1danﬁe as

necessary for colleagues.

6.2 Parent

The teacher:

6.2.1 confers, as necessary and desirable, with
parents to foster a constructive parenta
teacher relationship..

6.2.2 dinvolves, when appropriate, parents in
class-related activities.

~ -16-




SUGGESTED INSTRUMENTS

26




In using the instruments included in this handbook,

please note the following:

1,!

Numbering af_jgstrumentsé The Tetter and number designa-
tions in parentheses in the upper right corner of each
instrument correspond to the letters and numbers of the
major sections of the teacher's and principal's job

description,

preparation in the teacher's job description,
while (P-1) refers to the section on manage-
ment in the principal's job description.
Successive numbers after the initial letter-
number designation (i.e., T-1-1, T-1-2, etc.)
indicate the various instruments for the major

Example: (T-1) refers to the section on planning and

categories of the job descriptions.

Types of Instruments: The variety of the instruments in-
dicates that there are a variety of methods to use for
assessment, Teachers and principals should choose those
which best suit their needs. The selection of specific
instruments can best be done during the pre-conference
when mutually established objectives are chosen, though
further selection during the school year may be necessary.

Use of Instruments: The instruments may be used in either
of the following ways:

1. Two separate forms are to be completed by
the supervisor and supervisee., The results
are compared and necessary comments written
during the post-observation conference.

2. The supervisor and supervisee complete the
same form using different colored pens or
pencils, They meet to discuss and comment

upon the results.
27
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Example:

Suppose that the item to be checked is: "The teacher
identifies long term course objectives." The instru-
ment to be used could be one of the fellowing samples:

Sample A

The teacher identifies o
Tong term course objectives. N L nn
Identified Identified Uniden-
& written & unwritten tified

The two squares above each point are to be used by the
teacher and the evaluator, whether separately or together.
Below the scale there is a space for comments if needed.

Sample B

The teacher identifies Yes Mo Comments
long term course objectives.

In this sampie, it is a matter of either checking "Yes"
or "No" rather than the quality of the objectives. The
evaluator may use the space under "Comments" to indicate

the quality.

Satisfactory
Outstanding

___Comments

|Unsatisfactory

The teacher identifies
Tong term course objectives.

28



In this sample it becomes obvious that it is a check

for the quality,

Teacher Evaluator  Comments

The teacher identifies
Tong term course
objectives, _ . ——

This sample leaves it wide open for just a check, and
then ample comments should be used regarding the quality
of the objectives, the form in which they exist, etc.

The teacher identifies
long term course objectives,

Narrative Summary:
_ Evaluator - __Teacher o

In using -this form, the evaluator as well as the teacher.
write narrative summaries. Such a form does not provide
for precise comments, but may allow opporturiity for dis-
cussion as to what is meant and what is not meant by a

given statement.




Local lse of Instruments: The choice of the instru-

ments is left to the individual school district. It
should be noted that the evaluator could be a fellow
teacher, a chairperson of a department, an administra-
tor, a principal, or a student, Therefore, school dis-
tricts are urged to use the type of instruments that
provides value and practicality to each of them. Also,
a school district has the choice of modifying any of the
suggested instruments to suit its needs and human re-
sources.

Limitations of Instruments: The following instruments

do not deal with all aspects of teacher evaluation. They
are limited to what is indicated in the job description.
For example, those who are interested in evaluating the
process of interaction between a teacher and student, can
consult Simon and Bayer, Mirrors for Behavior III (Tatest

printing is 1974).

As for those who are interested in assessing teacher com-
petencies in specific areas, if needed, they can consult
the test collection of the Educational Testing Service
(ETS) entitled Assessment of Teachers, June 1973,




Instructions:

Planning and Preparation

and evaluator.

The teacher:

1. Identifies Tong term course

objectives.

Comments:

2. Identifies short
objectives.

Comments :

3. Prepares and maintains written

term course

plans (frequency).

Comments :

4. Prepares and maintains written

plans (quality).

Comments :

This instrument is intended for use by the teacher

I1[]

(1]

Tdentified
& written

Identified

& unwri tten

Uniden-
tified

111

11
Identified
& written

(11

Tdentified

& unwritten

Uniden=
tified

r1 ]

Plans are
always pre-
pared and
maintained

(111

Plans are
often pre-
pared and
maintained

.

Plans are
never pre-
pared and
maintained

Plans are
clear and
useable

Plans are
unclear and
unuseable

PTans do b
not exist oz




Plans individual and group
activities.

Comments:

Selects appropriate learning

materials from available
sources,

-

(T-1-1)

(11

Plans varied Plans activ- Plans no

activities

[]

ities of
limited
variety

NS

variatior
of activ-
ities

A1 [

Usually se-
lects appro-

priate
materials

Often se~

lects ap-
propriate
materials

Seldom se
Tects ap-
propriate
materials

Comments :

Does not
evaluate

(11

~ Evaluates
summatively

L1
Evaluates
formatively

7. Plans the evaluation of
objectives and performance.

Comments:

A MO
Often mod- — SeTdom
ifies plans modifies

plans

I
Usually pro-
vides alter-
natives

8. Modifies plans.

Comments : p

32
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(T-1-2)

Planning and Preparation

Instructions: This instrument is intended for use by the teacher
' and evaluator,

7 Performance
The teacher: Yes No Comments

1. a. identifies long term course
objectives

1. b, identifies short term course
objectives —
2. prepares and maintains
written plans - -
3. plans individual and
group activities — .

4. selects learning materials
from available resources

5. plans to evaluate objectives
and performance N J—
6. modifies plans —_ —_

33
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(1-1:3)

PTanning and Preparation

Instructions! This nstrunent fs intended for use by the teacher and evalustor,

The teacher: Comments:

Uns atis Factory
| Satis Factary
Duts tanding

I &, dentifies long tern course
0bjectives

|
N

t

i

I, be identifies short tem course
objectives

L e
-

prepares and maintaing written plans | |

3 plans individual and group
activities

b selects learning naterials fron
avatlable resources

[y ]
-

+ plans to evaluate objectives and
performance

b modifies plans




(T-1-4)

Planning and Preparation Pating Scale

Instructions: This instrunent is intended for use by the teacher and evaluator,

_Teacher

Evalustor

Comments

1. Long term course objectives
3, well-defined and written
b, well-defined and unwritten R
¢, undefined o
2. Short term course objectives
2, well-defined and written )
b, well-defined and unwritten B
i ¢, undefined ]
5 _ .
o
1
3, Hritten plans » frequency
3. always ]
b, usually ,
¢, sometimes .
d, never ]
4, Hritten plans = degree
4. prepares in detail .
b. prepares generally i
¢, does not prepare _ )
5, Group activities
8, plans ahead 1
b, plans off-the-cuff RN
¢, does not plan ]
d. does not apply N

ERIC

Full Tt Provided by ERIC.
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(T1-4)

Planning and Preparation Rating Scale (Cont'd)

Teacher Evaluator __ Conments

]

N

=
]

10,

. Individual activities

2, plans ahead

b, plans offethe-cuff
¢, does not plan

d, does not apply

. Learning materials

a, always appropriate
b, usually appropriate
¢, sometimes appropriate
d, seldom appropriate

. Learning materials

&, always selects in advance
b usually selects in advance
¢, sometines selects in advance

d, seldom selects in advance

Objectives

a, constantly plans to evaluate
b, often plans to evaluate

¢, occasionally plans to evaluate
d, seldom plans to evaluate

Performance

8, constantly plans to evaluate
b often plans to evaluate

¢, occasionally plans to evaluate
d. seldom plans to evaluate

39



-8Z - .

Planning and Preparation Rating Scale (Cont'd)

__Teacher Evaluator

. Loments

(18]

1. Modification of plans

- -

constantly modifies
often modifies
occasionally modifies

seldom modifies

{1



(T-1-5)

Planning and Preparation

Instructions: This instrument is intended for use by the teacher
) o and evaluator. i .

Statement of Objective:

Narrative Summary:

Evaluator - _Teacher

-29-
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Instructions:

(T-2-1)

Organization of Students and Classroom Management

evaluator,

The teacher:

T‘i

Provides an environment in which
students learn and interact,

Comments (give examples):

Provides an environment in which
the students appear to feel
emotionally and physically
secure,

Comments (give examples):

Follows routine school
procedures,

Comments (give examples):

Maintains appropriate school
records.

Comments (give examples):

43
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This instrument is intended f

[1[]

or use by teacher and

[1 11

Much Tearn-
ing and in-
teraction

takes place

[]

Some Tearn-
ing and in-
teraction

takes place

[]

Little
learning
and inter-.
action
takes place

(101

Students
seem to
feel very
secure

[

Students

seem to
feel some-
what secure

[]

Students
seem to
feel
insecure

L1071

Consistently
follows rou-
tine proced-
ures

111

-
Often fol-
lows routine
procedures

1 []

~SeTdom

Tows routine
procedures

[1[]

Consistently

maintains
appropriate
records

OFten main-

tains appro-
priate
records

Seldom
maintains
appropriate
records



&
-

Submits required reports.

(T-2-1)

[]

[]

Consistently

Submits re-

ports when

required
Comments (give examples):

f

Maintains up—té—date record of

Often sub~

mits reports
when re-
quired

(101

Seldom sub-
mits report
when re-
quired

[]

Consistently
maintains
record of
information

basic information for use of
substitutes.

Comments (give examples):

Develops necessary classroom

Often
maintains
record of
information

(111

Seldom
maintains
record of
information

Consistently
develops
necessary
materials

materials.

Comments (give examples):

1 11

Maintains necessary classroom

“Often

develops
necessary
materials

(1]

“Seldom

develops
necessary
materials

materials. !
maintains
necessary
materials

Comments (give examples):

-31-

Consistently

Often

maintains
necessary
materials

0

~Seldom

maintains
necessary
materials



Organization of Students and Classroon Managenent

Instructions: This instrunent is intended for use by teacher and evaluators,

o | Coment by Comnent by
| Evaluator Teacher

Professional Tasks | Va5

1. Provides an environment in which students Tearn
and interact,

2, Provides an environment in-which students fee!
emotionally and physically secure,

Y S .
! ~ Procedural Tasks
3. Follows routine schoo] pracedures,
4, Maintains appropriate school records and submits
required reports within designated time limits,
5 Maintains an up-to-date record of basic informa-
tion for use of substitutes as required,
- 6, Develops and maintains necessary classroom
materials, displays, and equipment,

ERIC

Full Tt Provided by ERIC.
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8]
0

|

Rating Scale for Classroon Hanagenent

___Teacher

Instructions: This instrunent is intended for use by teacher and evaluators,

__ Comnent

_valuator

(T2:3) |

_ Coment

+ Routine school procedure

3, always follous

b, usually follows
¢, sometimes follows
d, seldom follows

Aopropriate school reconds
3, always carefully kept
b, sometimes kept

C, Carelessly kept

d, not kept at all

Required reports (check more than
one 1f neaded)
8, 1, excellent reports
2, in on time always
be 1, 9004 reports
2, sometimes late
C,  reports not handed in

Basic up-to-date information for
substitute's use

3, always available

b, usually available

¢, Sometimes available

d, never available




49

Rating Scale for Classroon Managenent (Cont'd)

_1E$Mrﬁ

_Loment

()

_Evaluator Comnent

5 Develops necessary ¢lassroom mater-
ials and equipment
3, always
b, usually
¢, Sometimes
d, never

6. Maintains classroom materials and
equipment
3, aliays

. Usually

C. Sometimes

d. never

Lown p

50



Organization of Students and Classroom Management

Statement(s) of Objective(s)

_Evaluator's Narrative  ~~ Teacher's Narrative

-35-
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(7-3-1)

Instruction_and Interaction

Instructions: This form is intended for use by teachers and evaluators.

A. Instructional Techniques - Narrative Commentary

Teacher's Response Evaluator's Response

1. The teacher uses the following
method(s) to meet predetermined
objectives:

?‘

2. The teacher uses the following
activities to meet predeter-
mined objectives:

3. The teacher uses the following
community resources:

(If not applicable, why not?)

4. The teacher uses the following
methods and activities to pro-
mote pupil participation:

5. The teacher uses the following
methods to encourage creative
skills:

52
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(TéBfT)

Instruction and Interaction (Cont'd)

___Teacher's Response  Evaluator's Response

6. The teacher uses the following
methods to encourage the
acquisition and application
of facts:

7. The teacher uses the following
methods to encourage analytical
and critical thinking:

8. The teacher uses the following
methods to teach desirable work -
habits and study skills:

9. The meﬁh@és and activities are
appropriate to the instructional
level of the students. (Explain)

10. Therteacher provides the ?o?Tcwi
ing opportunities for individ-
ual achievement:

11. The teacher provides ﬁateria1s
that are appropriate to the
identified objectives.,

(Explain)

-37-




Instruction _and Interaction (Cont'd)

Teacher's Response_

(T-3-1)

Evaluator's Res ponse

12, The teacher provides materials
that are available in adequate
quantity. (If motguhy?)

13. The teacher providess materials
that are appropriate to the
abilities of the stuents.

(If not, why?)

4. The teacher plans coperatively
with others to enhame the
transfer of knowlede,

(If not, why?)




Instruction and Interaction (Contd)

B.

Interacti on

Yes

No

Data

Insufficient

(T-3-2)

Commen ts

1,

The teacher explains fully
to students what is expected
from them in the Tearming
situation.

The teacher ceg2tes an atmos -
phere where students feel free
to express their views while
encauraging respect for the
rights, opinions, property,
and contribution of others.

The teacher creates an atmos-
phere in which students per-
ceive that the teacher cares
about what and how they
Tearn.

- The teacher pramotes self-

awareness and self-respect.

The teacher encourages stu-
dents to work to the best of
their abilities and to take
pride in their achievements,

The teacher is sensitive to,
and adjusts as necessary to
differences among children and
considers the overall well-
being of the individual child,

The teacher is available for
Individual consultation at a
mutually agreed upon time.

The teacher keeps in confi-
dence information that has been
obtained in the course of pro-
fessional service unless dis-
closure serves professional
purposes or is required by law.




(T-3-2)
Instruction and Interaction (Cont'd)

Data

Comments -

9. The teacher attempts to estab-
lish the confidence and respect
of students, — o o -

_Yes No Insufficient

10, The teacher is consistent din
his/her expectations of and
reactions to students' behav-
iors.

11. The teacher demonstrates an
acceptance of the students"®
development from dependence
toward independence,

12. The teacher provides an en-
- vironment in which students
learn and interact. _ _ ] .

13. The teacher provides an en-

vironment in which the stu-
~dents appear to feel emotion-

ally and physically secure.

14. The teacher presents matevial
at a rate and degree that is
consistent with student
ability levels,

56

-4N-




(T-3-3)

Instruction and Interaction

Instructions: This form is intended for use by teachers and evaluators,

A, Instruction

1. The teacher uses a variety of instructional techniques to execute
plans.

L1 []_[1 TELI“'J (111

always usually seldom never

Commants:

2, The teacher chooses activities that correspond to course objectives.

I 5 S A ) I S I Y

calways  wusually seldom never

Comments:

3. The teacher chooses materials-that-correspond with course objectives,

CL1. A I“’H:-L, L1

always usually seldom never

Comments:

4, The teacher chooses materials and activities that are consistent with
student abilities,

10 I Y I O O I R

always usually — seldom never

Comments :

-47-




, o (1-3-3)
Instruction and Interaction (Cont'd)

5. The teacher makes use of community resources when appropriate.

0 R I I Y I e

always ) usually seldom never

Comments:

€. The teacher involves all students in the learning process,

N I N e e e

always usually seldom never

Comments:

7. The teacher encourages students' critical examination of subject
matter.

I R w I B N B T

always _ usually  seldom never

Comnments :

8. The teacher explains to students how to best Fulfill course objec-
tives. )

[ N N e e e

always usually  seldom never

Comments:

9. The teacher provides opportunities for individual achievement.

0 ) I I R I O

always T usually seldom never

Comments:




T : | e N (T-3-3)
Instruction and Interaction (Cont'd)

10. The teacher allows student initiated discussion.

I A I A e 1]

always T wsually ~ seldom ~ never

Comments:

11. The teacher clarifies, builds, or develops ideas suggested by
students,

0 R I I I A I B A

always . ousually seldom never

Comments :

12, The teacher stifles in class contributions from some students.

[nl I s s B w s R = T

always i usually seldom never

Comments :

B. Interaction

1. The teacher explains fully to students what is expected of them in
the learning situation.

always usually seldom never

Comments:

-43-




(T-3-3)

Instruction and Interaction (Cont'd)

2. The teacher's response to students conveys to students the feeling
that their contributions are understood.

I R N N e e

always usually — seldom “never

Commenits =

3. The teacher's responses to students help them clarify their thoughts.

0 R oy B o R N e e

always usually seldom never

Comments:

4, The teacher provides for a classroom environment free from intimidation
or threat, i

0 I R I I P e

always T usually seTdom never

Comments:

5. The teacher demonstrates affection for students.

1 R I T I Y i N N

always “usually “seldom never

Comments :

6. The teacher allows for humor in the classroom situation.

I e N B R

always usually  seldom never

Comments :

-44-



S WP ' (T-3-3)
Instruction and Interaction (Cont'd)

7. The teacher adjusts to the individual di fferences among students.

101 o I 0 I O W

always “Gsually se Tdom never

Comments:

8. The teacher is available for consultation.

1 1 A 1 Y I I A W Y

always usually ~ seldom never

Comments:

9. The teacher keeps in confidence information that has been obtained
in the course of professional service, unless disclosure serves
professional purposes or is required by law.

] S I

always usually ~ seldom never

Comments :

10. The teacher is consistent in his/her expectations of student
behavior.

11 I Y O N Y

always usually seldom naver

Comments:

11. The teacher is consistent in his/her reaction to student behavior.

alal 0l On

always usually seldom never

Comments :

61
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(T-3-3)

12. The teacher encourages his students to listen to and respect the
statements af others,

L1 1. RS I N I SO I IR o N

T ~ never

always ~ usually seldom

Comments :

13, The teacher encourages respect for differing opinions, values, and
life styles,

always n

usual ly ~ seldom

Comments:

62
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(T-3-4)

Instruction and Interaction

Instructions: This instrument is intended for use by students, to be

returned only to the teacher., Though this particular
survey 15 most relevant to middle~high school students,
others are available that may be used in the hi gher
elementary levels (4th grade on).

Directions to the Students: This survey is to help me improve my teach-.

ing ab1iities and your learning experience. Please assist
me by hanestly completing the survey. Any specific ex-
amples or comments will be very helpful. You may remain
anonymous. Thank you for your help.

Check off scale where most appropriate.

Student Survey

.!i

The teacher . . .

Makes students feel free to approach him/her for consultation.

very 7
approachable_ , , e ___Unapproachable

Examples and/or commants:

Encourages questions and expression of student viewpoints.

encourages____, ., N . discourages

Examples and/or comments:

Allows students to disagree with his/her statements and opinions.

is receptive is defensive
to disagreement ., b _1____about disagreement

Examples and/or comments:

-47-



(T-3-4)

The teacher , . .

4, Encourages all students to participate in discussions,

encourages ) : discourages

Examples and/or comments:

5. Leads productive class discussions.

very
productive : - a1 _unproductive

txamples and/or comments: -

6. Makes an effort to tailor his/her teaching to meet students' needs
and interasts.
makes great o C T T makes ng T
effart__ o e o effort

Examples. and/or comments:

7. Seems to favor certain students at the expense of others.

shows much shows Tittle
favoritism___ , v 4 favoritism

Examples and/or comments :

(o)

Selects materials that are readable and interesting.

very readable difficult to read
and interesting, T ____and uninteresting

Examples and/or comments:




(Tm3-4)

The teacher . . ,
9, Suggests additional reading materials to interested $tudents when
appropriate,

often seldom
suggests___ . . b Suygests

Examples and/or comments:

10, Selects course material which iy significant and worth studying.

well worth not worth
studying 4 studying

Examples and/or comments:

17. Expects a reasonabie amount of work,

expects too expetts tom
much work___ . T Tittle work

Examples and/or comments:

Presents material that is appropriate to the students' bhackgrounds
and abilities.

p—
™

material . material
too difficult , . ., too aasy

Examples and/or comments:

13. Presents material at a rate that is appropriate to tha students'
backgrounds and abilities.

material covered material covered
too quickly_ . .« v too sTowly

Examples and/or comments:
, 29~
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(1-3-4)

Instruction and Interaction

Student Response Farm

List any characteristics, teaching technfques, etc., that have enhanced
your instructor's gffectiveness as a teacher,

—d
M

2. Llist any habits, mahnerisms, or characteristics that interfere with
your instructor's effectiveness as a teacher,

3. What is your instruttor's greatest asset? B o B

4. What is his/her outsatanding shortcoming?

5. What specific things do you think might be done to impyove Iiis/her
teaching in this course?

6. Other comments.

66
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(T-4=1)
Assessment

Ingtructions: This form is intended for use by teachers and evaluators.

The teacher: Yes No Comment

1, Uses tests for diagnostic
purposes.

2, Uses tests for placement. _
3. Interprets the results of tests. _
4, FEstablishes the basis of

essessment.
8. Informs students of the basis

of assessment. )
6, Periodically assesses student

accomplishment of objactives. —
7. Reviews test results with

Students. - _
8. Encourages student self-

evaluation, o .
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(1-4-2)

hss essment - Narrative

Instructions: This form i intended for use by teachers and evaluators.

Statment(s) of Objective(s)

Teacher —_Evaluator

-572-
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(T-4-3)

Assessment - Student Survey

This instrument is intended as a survey of student opinion dealing with
assessment, It should give the teacher feedback concerning the eacher's
assessment practices as well as possible strategies for improvement, It
is intended for the teacher's personal use only as part of the se1f§
evaluation program.

Instructions to the Student: The purpose of this student survey is to
give me constructive ideas for improving the methods I use
to assess your achievement in this class. Please indicate
with an "X" where you feel my abilities are on each scale.
Please remain anonymous., Feel free to comment and gi ve
examples, Thank you,

The teacher:

1. Explains fully the course requirements and goals at the beginning of
the course,
explains ' does not
fully _ R a1 explain

Examples and/or comments :

2. Gives exams or papers which are fair tests of what is taught.

very
fair_ e B T s unfair

Examples and/or comments :

3. Gives exams or papers which are closely related to the goals of the
course.
closely )
related_ ___ , 3 unrelated
Examples and/or comments:
69
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(T-4-3)

The teacher:

4. Has impartial grading practices.

very ' partial to
impartial o v , ____Certain students

e A I I

Examples and/or comments:

5. PReturns graded student work promptly.

always ' . never
prompt___ . n . _prompt

Examples and/or .comments:

6. Provides helpful and constructive comments on written work.

comments comments not helpfui
very helpful _, . ., i _.._0r non-existant

Examples and/or cormments:

7. Reviews the results of tests with students.

always never
reviews___ L reviews

Examples and/or comments:

8. Encourages students to evaluate their own work.

always ) never
encourages ___ , _ « s 4 __encourages

Examples and/or comments :

9. What suggestions for improvement do you have?

<54-
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Competencies and Professioral Devel opment

(T-5-1)

Instructions: This instrument is intended for use by teachers and evaluators,
Name — _ Date__ _—
le Knowledgeand | _[1[1 [ - [1[1 Comnent:
application of |- Thorough Adequate Inadequate
subject. knowledge & knowledge &  knowledge &
application application  application
of subject  of subject of subject
ared area area
_ o D
2. Professional a0 O 0o Coment:
literature. Is conver-  Frequently Is not aware
sant with reads to of the latest
current keep up with  developments
literature  new trends &
developments
3, Professional [ o NN HEEn Comment :

participation,

Contributes
time to im-
prove in-
struction

Contributes
time when
required

Contri butes
time to no -
advantage

Does not take
advantage of .
oppartunities




. Constructive

criticism,

Goals

Student
reaction,

Selfs
control,

a0 a0 oo

1L

1s open t0
criticism

Is becoming

“more capahle

of receiving
criticism

1100

hecepts
eriticism
unillingly

[0

tTosed £

¢
all eriticism

.

Consistently
works within
the realn of
the possible

LI

[s usually
aware of the
limits of
the situation

I

Shows. mych
confusion
about Timits

Has a totally
unrealistic
view of self

ind/or the
sttuation

s

ConsTstently
perceives §
benefits
from student
reactions to
teaching

[1]

Frequently
uses student
reactions

1111

Occasional ly
uses stydent
reactions

11

Always natn-
tains con-
sistent and
reasonab]le
self=control

Usually main
tains reason-
able self
control

Behaves un-
predictably

D1sregards
student
reactions

ol

(omment:

Comment:

Comment;

| Coment;:

1



£S5~

B, Self- ﬂ ﬂ fl ﬁ ﬁ ﬂ ﬂ (1| Comment:
confidence, | Usually Generally — Unsure,  Tefensive
poised, sure sure of seTf lacks self~  shout ability
of self, m&cmf@ﬂnf confidence,  and/or meth~
tive about teaching doubtful 0ds, not open
teaching  nethods and/ about methods to sugges-
methods and or ability  and/or tions
ability ability
Womasisad \ 107 07 00T OO | coments
inprovenent | Wakes views (Triticizes b Dogs not mike Criticizes § |
of the system, | on system offers useful views on syse challenges the
known & 5 alternatives tem known system impuls-
actively in- ively & does
volved in not contribute
improvement - to improve the
systen
10, Teacher | 00 an Coment;
effectiveness, | [dentifies Tdentifies s not avere
the factors the factors  of factors
that my  that may that may hava
have inter have inter-  interfered
fared with  fered with nith teaching
emmwmsmm@ - effactivenass
| and takes  effectiveness
steps to ime

Prove them,




Additional Coments |

Teacher bialutor

T

M




(T-5-2)

Competencies and Professional Davelopment

Instructions: This instrument is intendad for use by teachars and evaluators,

Name_ e e Date

The teacher:

‘Unsatisfactsry Satisfactory Outstanding

1. Demonstrates knowledge and application of subject matter,

2. Keeps abreast of developments in techniques, philosophy
and content in the professional Titerature relating to
teaching practice and subject areas,,

3. Takes advantage of courses, in-service training, and copw
ferences in his/her area of specialization and competency.

}.  Makes use of constructive criticism.

. Sets realistic goals for self, based on a clear percep-
tion of his/her limitations and capabilities and the
reality of his/her situation.

Makes use of student reactions as valid data for the
evaluation of his/her teaching effectiveness (for personal
use only), :

. Demonstrates self-control,

Demonstrates positive self-concept,




(T-6-2)

Human Relationships (Cont'd)

The teacher:

5. Provides assistance, advice and guidance as necessary for colleagues.

-

i _ e i I | -
never pro- “pravides “provides offers assis-
vides assis- assistance, assistance, tance, advice
tance, advice advice and advice and and guidance
and guidance  guidance guidancé when without being

grudgingly asked asked
when asked .

Evaluator's comments (give examples):

Teacher's conments (give examples):

95
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(T-6-3)

Human ReTationships

Instructions: This item is to be circulated among a group of peers of
) the same department in the middle and high schools, and
among a group of teachers in the elementary schools.

Preliminary: Do you interact with this person? Yes___ No

If the answer is no, do not respond to following ques-
tions -- but explain.

L Yes No ~ Comment

The teacher: (give example)

1. a. Cooperates with co-workers by
sharing ideas.

b. Cooperates with co-workers by
sharing methods of instruction, —_—

2. Exhibits professional and ethical
behavior toward fellow teachers and
co-workers. ,ﬁf

3. a. Contributes to committees.

b, Contributes to faculty meetings. _
c. Contributes to other staff efforts. _
4. Seeks assistance, advice, and
guidance as necessary from col-
leagues and/or specialists. - }
5. Provides assistance, advice, and
guidance as necessary for
colleagques. .

96
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Ry

Human_Relationships

istructions: This instrument is intended for use by the teacher and
- the evaluator., It may also be used by the teacher's
peer group.

atement of Objectives:

irrative Summary:

___Evaluator _ _Teacher




(7-6-5)

Human Relationships

Instructions: This instrument is intended to be sent home and returned
- to the school teacher or principal.

1. Have you conferred with your child's teacher in any way?

Yes No

a. In what way?

personal conference _

telephone conference

note o

PTA —

open house ____

class visitation ___

other ) . e e

please comment:

2. Have you been involved in school related activities?

Yes - No

please comment:

2, Do you feel this school is doing its best to meet the needs of your
child? What specific recommendations do you have for improvement?

98
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PART 1I

PRINCIPAL
A. A Model for Principal
' Evaluation
B, A Principal's Role

C. A Principal's Job
Description
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Introduction

A Model for Principal Evaluation

The following model of a principal's Jjob description
serves as the framework for evaluation. Accurate evaluation
requires input of data from a variety of sources to assist the
principal in the effective performance of his responsibilities,
all geared toward the improvement of the student-learning ex-
perience,

The job of a princiial deals with four major cate-
gories of interrelated responsibilities: (1) management,

(2) personnel (including students and staff), (3) curricu-
Tum, and (4) human relationships.

1. Management. This aspect of a principal's

job includes responsibility for the follow-
ing: vrecords of students and staff; Fiscal
operations; public relations; the school's
physical plant; application of state, dis-
trict, and federal laws and policies; estab-
lishment of procedures and regulations im
the school; and educational supportive
equipment and supplies.

2. Personnel. This aspect requires interaction
among teachers, support staff, and students
with whom the principal works. This inter-
action includes supervision and evaluation,




3. Curriculum. This aspect includes responsibil-
ity for all programs inside and outside the
school that affect students.

4, Human Relationships: This aspect of the
principal's job description deals with the

nature of the principal's interacting with
various members of the professional staff,
students, and parents,

The close relationship between Personnel and Curricu-
lTum dictates combining the two under one heading (Personnel and
Instruction) in the job description.

The evaluative instruments following the job descrip-
tion are designed to give the principal a perception of how
he is handling his responsibilities as well as to give con-
structive suggestions for improvement,
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Principal's Role

A principal's role is to perform in such a way as
to provide leadership, supervision and coordination of the
total educational program within the school.

The principal's respensibilities lie within the
areas of:

management

personnel and instruction

competencies and professional development
human relationships

Ao L PO et

The job description attempts to delineate tasks
that all principals should perform and to describe abilities
that all principals should demenstrate. The principal who
goes beyond these tasks and abilities is one who exemplifies
a spirit of enthusiasm and dedication to the job and to the
students in the school.
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PRINCIPAL JOB DESCRIPTION

1. Management

1.1 School Records

The principal:

1.1.1 Establishes procedures for safe storing and
integrity of all records.

1.1.2 Insures that recordkeeping procedures comply

with state, federal and district laws and/or
policies.

1.2 Fiscal Operations

The principal:

1.2.1 Maintains close surveillance of all allocated
funds.

™

Prepares overall school budget.

Operates school programs within budget.

po—
ORI GO
- - -
i Kk

Maintains appropriate procedures to insure
safequard of funds.

1.3 Public Relations

The principal:

1.3.1 Disseminates information about school activ-
ities and programs to community.

1.3.2 Develops and maintains liaison with parents,
social services and media personnel.

1.4 School-Physical Plant

The principal:

1.4.1 Oversees custodial work to insure plant
cleanliness and maintenance.

-78-




1.4.2 Sets up procedures to insure plant is free

from safety hazards.

1.4.3 Provides procedures for security of school
facilities.

1.4.4 Attempts to provide school environment

(psychological and physical) that is condu-
cive to the learning process,

1.5 Knowledge of State, Federal and District Laws and/or
Board of Education Policies Affecting Operation of
School

The principal:

1.5.7  Communicates requirements with students, staff,
parents and Central Administration.

1.6 Administrative Leadership and Practices

The principal:

1.6.1 Establishes efficient procedures and processes
- for maximum administrative effectiveness.

1.6.2 Nevelops viable student scheduling procedures.

1.6.3 Nevelops viable school-related activities pro-
granms,

1.6.4 Cooperates with peers (other principals, eval-
uators, Central Office personnel, etc.).

1.7 - Educational Supportive Equipment and Supplies

The principal:
1.7.1 Netermines need for all school equipment and
supplies.

1.7.2 Maintains appropriate procedures for replacement
and repair of equipment.

1.7.3 Recommends necessary supplies and equipment for
implementation and maintenance of current programs.
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2.1

2. Personnel and Instruction

Routine School Procedures

The principal:

2.1.1

2.1.10

Reviews responsibilities and cooperatively de~
termines school objectives with the superin-
tendent in accordance with district goals.

Implements administrative and Board of Educa-
tion policies.

Interviews and recommends prospective staff
members.

Confers with teachers as a group concerning
new and existing school policies as contained
in teachers' handbooks.

Informs teachers of educational resources and
pupil services available to them.

Confers with new teachers individually concern~
ing school policies and available resources.

Reviews laws, procedures and responsibilities
with teachers,

Monitors biographical data and general infor-
mation on file.

Monitors staff attendance records according to
policy and insures suitable substitute teacher
placement.

Maintains appropriate correspondence relative
to staff in accordance with established Board
of Education policy, contract item(s), and
state and federal Taw.

Maintains appropriate staff evaluation records.
Maintains student attendance records.
Maintains student records in accordance with

established Board of Education policy and state
and federal law.
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2.2 Supervision and Evaluation

The principal;

2.2.1 Makes periodic needs assessmgnt and makes ap-
propriate recommendations to the Central 0ffice
for pragrams and personnel.

2.2.2 Develop$ school goals and objectives which are
consistent with system goals.

2.2.3 Plans with staff procedures for evaluation of
school programs and student achievement.

2.2.4 Reviews the results of program evaluation and
student achievement with staff and other appro-
priate personnel, and makes recommendations to
the Centyal 0ffice for curriculum modification.

2.2.5 Is responsible for providing obportunities to
make the staff knowledgeable of the cuvriculum,

2.2.6 Seeks input from staff and other appropriate
personn@l to assess the curriculum in terns of
the educational needs of all students,

2.2.7 Establishes with staff procedures for curricu-
Tum modification.

2.2.8 Meets with staff and other appropvriate personnel
to determine the necessary materials for improve=
ment of curriculum,

2.2.9 Is respansible for providing the time, materials,
and fac¢ilities for innovative approaches to the
curvricylum, and modifying teaching strategies.

2.2.10 Gives recognition to those teachers who attempt

innovative approaches in implamenting the curricu-
tum.,
2.2.11 Supevrvises and evaluates teachers on a continuous
basis &5 established by the $chool district.
2.2.12 Establishes with the teacher a constructive in-
structional relationship based upon the observa-
tion and analysis of classroom teaching.

2.2.13 Creates an environment in which staff feals free
to consult with principal regarding needs.
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Provides orientation for (new) staff.

Assists in improvement of teacher-student re-
lationship.

Assists and encourages faculty in achieving
goals and objectives.

Helps the teacher 1in lesson planning, when
necessary.,

Confers with teachers regarding possible need
for specialists and consultants.

Makes available specialists and consultants to
meet the needs of teachers and students within
the school progranm.



3. Competencies and Professional Development

The principal:

3.1

Keeps abreast of developments in techniques and content
in the professional literature relating to administra-
tion,

Takes advantage of appropriate courses, in-service train-
ing, and conferences to enhance competencies,

Makes use of constructive criticism.

Makes use of teacher reactions as valid data for the
evaluation of administrative effectiveness (for personal
use only),

Identifies any factors that may have interfered with ad-
ministrative effectiveness.

=83
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4. Human Relationships

The principal:

4,1

4,2

4,10

4,1

4,12

Cpoperates with staff and co-workers by sharing ideas
and methods of dnstruction.

Exhibits professional and ethical behavior toward staff

Encourages faculty input in committees and faculty
meetings. :

Seeks assistance, advice, ‘and guidance as necessary
from colleaques and/or specialists,

Provides assistance, advice, and guidance as necessary
for colleagues.,

Keeps in confidence information that has been obtained
in the course of professional service, unless disclosure
serves professional purposes or is required by law,

Sets realistic expectations for staff.

Attempts to establish the confidence and respect of
students.

Develops and implements a discipline policy in coopera-
tion with appropriate personnel that is fair and con-
sistent, and well understood by the students.

Is available for individual conferences with staff,
students and parents at a mutually agreed upon time.

Confers, as necessary and desirable, with parents to
foster a constructive parent-school relationship.

Facilitates cooperation, -trust among staff members,
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PRIMCIPALS' EVALUATION INSTRUMENTS*

*Some of the items on pp. 90-110 are taken from instruments
provided through the courtesy of Mr. Carmen Arace, Bloomfield.




Instructions:

evaluator.

Unsatisfactory
Satisfactory
|Qutstanding

(P-1-1)

This instrument is intended for use by the principal and

_Comments

The principal:

1.

Establishes procedures for safe
storing and integrity of all records,

Insures that recordkeeping procedures
comply with state, federal and
district laws and/or policies.

Maintains close surveillance of all
allocated funds,

Prepares overall school budget.

Operates school programs within
budget.

Establishes procedures to insure
safeguard of funds,

Disseminates information about
school activities and programs to
community.

Develops and maintains 1iaison
with parents, social services, and
media personnel,

Oversees custodial work to insure
plant cleanliness and maintenance.




(P=1-1)

1. Management (Cont"d)

{Unsatisfactory
Satisfactory
lOuts tanding

Comments _

The prinéipa]:'

10. Sets up procedures to insure plant - -
is free from safety hazards. L )

11. Provides procedures for security of ——y—
school facilities. | i N

12. Attempts to provide school environ-

ment (psychological and physical)

that is conductive to the learning - e

process, . — _
13. Communicates requirements with stu-

dents, staff, parents, and Central —

Administration. 1 If . }
14. Establishes efficient procedures and

processes for maximum administrative —

effectiveness, I lf e _
15. Develops viable student scheduling M T

procedures. N |‘, _ -

16. Develops viable school-related e,
activities programs, i e

17. Determines need for all school —e —41

equipment and supplies. I A A

18. Establishes procedures for PépTacei S e

ment and repair of equipment, . I I

19. Recommends necessary supplies and
equipment for implementation and S S
maintenance of current programs, N - e
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(p-2-1)

2.7 Personnel md;gtm@ﬁ@n

{(School Procedures)

Instructions: This instrument is intended for use by the principal,
o ' the evaluator, and/or the principal’s peer group.

The principal: Yes No Comment

1. Reviews responsibilities with the
superintendent.

2. Cooperatively determines school ob-

jectives with the superintendent in — -
accordance vith district goals. _
3. Imp1ement§gadmﬁnistrative and Board - -
of Education policies. i
4, Interviews and recommends prospec-
tive staff members, )
5. Informs teachers of educational -
resources and pupil services
available to them. i
6. Confers with teachers as a group
conceyning new and existing school —
policies. _
7. Confers with new teachers individ-
ually concerning school poTicies —
and available resources, _

8. Reviews Taws, procedures and

" responsibilities with teachers. :
9. Monitors biographical data and —
gerneral information on file. 7]

10. Momitors attendance records,
113
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(P-2-1)

2.1 Personnel and Instruction (Cont'd)

The principal: Yes No Comment

11, Maintains appropriate correspond-
ence relative to staff in accord-
ance with estabYished Board of
Education policy, contract item, —_— —
and state and federal law.

12, Maintains appropriate staff eval- -_—
uation records. h

13, Maintains student attendance —_—
records.

14, Maintains student records in
accordance with established Board
of Education policy and state —_—
and federal law.
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Survey of Principal Effectiveness

Instructions: This instrument:is intended as a staff survey of principal
o tributed to the staff and returned anonymously to the prin

To the Staff: Please complete the following survey to assist me in the p

S Any honest comments or examples that you can provide would
my performance or to reinforce effective administrative pr
and return this to me. Thank you,

1. Extent to which instructional rela- - Y N
tionship is mutually agreeable. Seeks teacher JA1lows teac
views on teach-]to pursue o

ing strategies, jnethods

allows for
teacher discre-

tion within
school program -}

“uaT

Examples and/or comments:
2. Extent to which principal sets R | _
realistic expectations for staff. Expectations Expectation
reasonable, usually rea

within frame~ |onable with
vwork of school | framework o
programs and school prog
personal abil- | and persona
ities abilities

Examples and/or comments:




3

Extent to which principal displays
supportive hehavior toward ne,

Exannles and/or comments:

Marmer §n which principal behaves s
that | feal free to discuss important
things about my job with him,

Evanples and/or comments:

. Extent to which principal tries to get

teachers' 1deas and opinions and meke
constructive use of them n Solving
job proplems,

Exanples andfor coments:

(P2-2)

Displays no

supportive bes
havior o vir-
tually none

Dsplays sup=
portive behav-
for 1n condes-
cending manner
mnly

Bsually dis-

plays support~
ive behavior

“IDispTays sup-

portive behav-
jor fully in
all situations

[ feel com-
pletely free to
discuss things
with him

I fee] rather
free to dis-
cuss things
with him

T°do ot feel
free to discuss
things with him

[ an afraid to
approach prin-
cipal for dis-
cusson

deas & opin-
fons & always
tries to make
cons tructive

- use of them

[Tsvanly gets

ideas & opin-
jons & usually
tries to make
constructive
use of them

TSometines gets

fdeas & opin-
fons 1n solving
job problems

Seldon gets

ideas & opine
fons 1n solving
job problems
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6, Extent to which principal knows and
Understands problems I face as a
teacher,

Examples and/or comments :

|, Extent to which principal assists
teachers in Jesson planning when
necessary.

Examples and/or coments :

Extent to which principal encourages
staff nembers to use spgc jalists and

Pesources. / ()

\

Examples and/or comments

).

Inguires of
teacher any
problems; den-
onstrates an
unders tanding;
offers assis-
tance

Demons trates
an dWareness
of problens

ledge and un-
derstanding
of problens 1
face

Tas sone know-

Does not con-
ceive of teachs
er having any
problems; 1§
annoyed or an-
gered at their

presence

Froriies TeTp-
ful suggestions

TecasTanalTy

offers Some
help in lesson
planning

Insists Tesson
planning should
be done 1n op-
position to

teacher views

et
gsgistance

.

Teachers 1ne
formed of spec
fal services &
resources & en=
couraged to use
them

TTeachers T
formed of spec«|

1a) services &
FeS 0UrCes

Sore teachers
informed of re-
sources & ser=

vices

Né’%nférmation ;
given

119
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(p-2:2)

0, Extent towhich principal makes mean- L , L
ingful in-service prograns available, a. [nitTates mean-{Responds to [Way make Tn-
ingful in-  |teacher re-  [service prograns
service pro-  Jquests for  [available
grams meaningful in-
service pro-
grams

b, AIT teachers kamé teachers [leachers are
actively in-  l[involved, oth- |bored and/or
volved in in=  Jers unatten-  |insulted by in-
service pro=  [tive, domot  {service program
grams, find it [see importance
meaningful and {of program
useful

Exampies and/or comments:

10, Extent to which interaction and commye | - o
nication are aimed at achieving Tnteraction and{Interaction and|Interaction and{Interaction and
school's objectives, communication |communication |communication |communication

useful and per- [often related |sometimes re- |not pertinent
tinent to to school's  |lated to to school’s
school's objec- |objectives  |school's objece|objectives
tives tives, but
often of ittle
useful content

Exanples and/or comments:
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Full Tt Provided by ERIC.

JERIC

Extent to which principal willingly
shares information with teachers.,

Exanples and/or comments:

Extent to which comnunications are
accepted by teacher,

Examples and/or comments:

hmount of responsibility felt by

each member of staff for achieving
school's goals -~ teacher's perception
of hierarchy,

Exanples and/or comrents:

(p-2:2)

ProvTdes T
mum of infor-
mation

Gives the tea=
cher only in-
formation he
feels they need

Gves Tnforma- |
tion needed §
answers most
questions

Seeks t0 qive
teachers all
relevant infor-
mation

Generally ac-
cepted, but if
not, openly &

candidly ques-
tioned

Often accepted,
but if not, may
or may not be
openly quese
tioned

Some-accepted
b some viewed
With suspicion

Tiowed Wit
great suspicion

Personne] &t
all levels feel
real responsi
bility for
school's goals
b behave Tn
ways to imple-
ment then

Substantial

proportion of

personnel, es-
pecially at
higher levels,
feel responsi-
bility & gen-
arally behave
in ways to
achieve the
school's goals

Principal
usually feels
respons ibility;
teachers feel
relatively
1ittle respon-
sibility for
achieving
school's goals

administrators
fee] responsi=
bility; prin-
cipals feel
less; teachers
feel little &
often welcone
opportunity to
behave in wWays
to defeat
school's goals



14, Attitudes toward other members of

(P2=2)

Favorable, co-
operative atti-
tudes through-
out the school
with mutual
trust and con=
fidence

reasonably fav-
orable attitu-
des toward
others in
school; may be
some competi»
tion among
peers with re-
su1ting hostils
ity & some con-
descension tos
ward subordi-

nates

Tooperative,

Subservient
attitudes to-
ward principal;
competition for
status results
ing in hostil-
ity toward
peers; condes=
cension toward
subordinates

[Subservient

attitudes to-
ward principal
coupled with
hostility to-
ward peers and
contempt for
subordinates;
distrust is
widespread

Examples and/or comments:

15, Extent to which principal hes confi-

CompTete con-
fidence and

Has no trust  |Has condescend- [oubstantial but

& confidence

dence and trust in me,

ing confidence
and trust

not complete
confidence and
trusts still

trust in all
matters

ishes to keep
control of
decisions

Examples and/or comments:

vh
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16, FExtent to which I, in turn, have confi=

dence and trust in principal,
Examples and/or comments:

hecuracy of perceptions by principal
and teacher of each other,

Examples and/or comments

-96 -

Extent to which principal communicates
requirenents to staff,

Examples and/or comments:

147
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Have no confi-
dence & trust
in principal

Tave sibser-
vient confi-
dence & trust

TSubstantial but

not conplete
confidence and

|

trust

Tomplete confi-
dence & trust

0ften in error

OFten 1n errar

| ,
[Mgderateiy

on some points | accurate

| - _
Usually quite

accurate

Staff 1s to-

tally unaware
of requirements

Staff s sore-
times unaware
of requirements

STalf 15 ust-
ally aware of
what s res

quired

Staff 15 fully
aware of wnat
s required



|
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I
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19,

20,

21,

Extent to which teacher can influence
the goals, methods and activity of
his/her school (as seen by teachers),

Examples and/or comments:

Degree in which teachers are nvolved in
dectsions related to their work,

Examples and/or comments:

Extent to which requirenents are con-
sistently applied to all menbers of
the staff,

Examples and/or comments:

(p-0-2)

None, except
through "infor-
mal organiza-
tion" or via
unionization

(where it ex-

ists)

Little, except
through "infor=
mal organiza-
tion" or via
unionization
(where 1t ex-

ists)

loderate amount
both directly &
via unfoniza-
tion (where it
exists)

Substantial
anount both di-
rectly and via
unionization
ﬁe&itew
ists)

Not at all,
feel purposely
excluded

Occasionally
involved at
whim of prin-
cipal

0wty in-

volved

in all decis-
fons practically
related to their

Work

FulTy Tvolved

ATT staff mem-
bers treated
fairly and
equally

Usually treats
all staff mem-

bers fairly and
equally

OccasTonally
favors certain
staff members

DTfferent ex=

pectations for
different staff
memhers; une

equal treatment

140
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2, Extent to which principal seeks and

accepts criticism,

Examples and/or conments:

3, Extent to which principal provides

opportunities for innovation,

Examples and/or comments:

(p-2-0)

Seeks and ac-

cepts meaning-
ful eriticism
discusses with
teacher ways 1o

Rocepts cmtt-
cismy discusses
ways of ip-
provement

Grudgingly il
mts mistakes

Defensive a0t
suggestions

Encourages and
supports staff
in a variety of

innovative

strategies;

provides help-
ful assistance
where possible

AlTows for Tn=
novative strat-
eqies; does not
interfere with

attempts at in-
novative teachs
ing strategies

BrudgTngly ac-
cepts innova-
tive strategies

Does not allow
innovative
strategies; dis-
courages their
lse




s
9
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n,

25,

Manner in which principal recognizes
innovation,

Examples and/or comments:

Extent to which principal uses technical
and professional knowledge in decision
making.,

Examples and/or comments:

Extent to which schooT enviromment 1s
conducive to Tearning,

Evanples and/or Coments:

(P+222)

Praises teach
ers who attempt
innovative,
meaningful ap-
proaches 10

curriculym

Praises teach
8rs who are
effectively
performing
their duty

Rarely praises
or recognizes
teachers' ac-
com!ishrents

Never gives
teachers an in-
sight 1nto how
they perform,
except for for

m evaluation

ExtensTie use
of technical &
professional

knowledge

Some yse of
tachnical §
professional
knowTedge

Little use of
technical &
profession]
knowledge

o evidence of
technical &
professional

knowledge

Dsruptions of
¢lassroom
learning
quent and

unnecessary

Occasional dise
ruptions; often
without necas
sity

Uccastonal dise
ruptions; sels
dom without
necessity

T imecissay
disruptions

13
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21, Establishing confidence and respect
of students,

Examples and/or comments:

28, Extent to which principal knows and
understands problems faced by students,

Examples and/or comments:

Makes an effort
to get to know
students; at-
tends school
events; sees

students regu-

1arly, apart
fram school
prOqrans; den
onstrates an
interest i
students as
hunan beings

Takes sone ef-
fort to know
students

Remaing 2100t
and apart from
students

T Rostile to-
Wards students

Is fully aware
of student
problens; des
velops school
programs £
meet these
needs

IS aware of
student probe
lems; does not
actively pursue
prograns to
meet these
heeds

Is unaware of
student probe
lems; schoo]
prograns de-
signed for ease
of execution
rather than to
neet needs of
students

School programs
or policies
create more
problens than
they solve
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29, Degree to which principal faciTitates
student-teacher relationships.

Examples and/or comments:

30, Conferring with students.

Examples and/or comments:

31, Conferring with staff,

Examples and/or comments:

pA
ol
)

| (F;Z;Z)

Encourages
teachers £0
support and at-
tend student
activities, to
demonstrate an
Interest in
them

I5 supportive
of faculty in
creating con-
structive re-
Tationships,
conductive to
Tearning

RequTres fac~
ulty to support
policies antag-
onistic to
sound s tudent-
teacher vela-
tionships

Is suspicious
of student-
teacher rela-
tionship, dis-
courages any
interaction
apart from
¢lassroon

Always avai -
able and will-
ing for student
conferences

Soretines

available and
Willing for
student con
ferences

Grudgingly
meets with Stu-
dents; does not
seem seriously
invoTved

Thavailable for

student confer-
ences

Always avail-
able and will-
ing for staff
conferences

Sometimes
available and
willing for
staff confer-
ences

[ Grudgingy

meets with
staff; does not
seem seriously
involved

Tnavai Table for
staff confer
ences




.
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32, Conferring with parents,

Examples and/or comments:

i
33, Involving parents in school-related
activities,

Examples and/or comments:

3, Adequacy of physical plant,

Examples and/or comments:

()

Always avail-
able and will-
ing for parent
conferences

Sometimes
available and
willing for
parent confer-
ences

~[Grudgingly

meets with par-
ents; does not
seen sertously

involved

Inavailable for_

parent confer-
ences

Consistently
involves par«
ents in school
activities

Occasionally

involves par=
ents 1n school
activities

Rarely nvolves
parents in
school activ-
ities

Dogs not 1= -

volve parents
in school re-
lated activities

PhysTcal plant
totally inade-
quate

Some pnysical
improvements
neaded

Tdeouate physi-
cal plant; not
used to maxinum

advantage

PRysical prant

adequate and
used to maximum
advantage
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3,

36,

3

Extent to which principal regularly
evaluates classroom teaching,

Is there advance notice of classroom
yisitations?

Examples and/or coments:

famner of principal's classroom
evaluation,

Examples and/or comments:

Accuracy of principal's classroom
evaluation,

Examples and/or comments:

N R R
Reqularly Rarely | Never

fes Mo

Sometines__

(P-2:2)

Appears inter-
ested 1n what
oceurs; in-
volveq (pass-
ively) in
classroon

activity

Generally
interested

Ts uninterest-

|ed; present

only to follow
schoo proced-

ure

[s bored or
easily distracs
ted during ob-
servation; .
classroon preg=
ence creates
oroblems

Rccurately
4558555
strengths and
Weaknes ses
makes appro-
priate helpful
coments or
recommendations

Generally ap-
pears aware of
what is happen-
ing

Makes comnents
out of a sense
of ohTigation;
unhelpful sug-
gestions

Can Tdentify
heither
strengths nor
Weaknesses;
seens out of
touch with what
{5 happening




38, Clarity and mutuality of evaluative

)
-=d
Q
5
I

objectives with teachers,

Examples and/or coments:

39, Manner of dealing with parental

complaints,

Examples and/or comments:

Was helpful 1n
suggesting ob-
jectives for
evaluation

Was clear and
straightforvard
in mutually es-
tablishing b=
Jectives

Insisted upon
objectives for
evaluation in
teacher's
wishes

T

ahout objec-
tives; objec-
fives upon
which evalua-
tion was based
Were not my-
tually agreed
upon

Is tactful, ate
tempts to solve
problems as
fairly and as
efficiently as
possible

Makes veason-
able efforts to
solve problens,
involving re-
lated personne]

[GeneraTly does”

not respond to
complaints;
tends to avoid
rather than
solve contro-
versies with
parents

Creafes greater

problems in re=
sponse to con
plaints

144
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10, Following established evaluative

(P-2-2)

TS ConsTStent [oomecines fo1-
with estab-  |lows estab-

Tished evaluz |1ished evaluz-
tive procedures [tive procedures

procedures,

Tiprovenent 1s needed fn the following areas:
pre-conferencing
rid- (intemediate) conferencing __
post=conferencing __
establishing mutually agreed upon evaluative objectives __
nont toring achievenent of cbjectives __
writing of evaluation reports

Examples ‘and/or coments:

Does not follow
estahlished
evaluative pro-
cedures
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(P-2-2)

Free Response Survey

1. What do you consider to be my most outstanding asset as a principal?

2. What do you consider to be my most outstanding shortcoming as a principal?

3. What recommendations that you would make, if implemented, could enhance
the programs offered at this school?
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(P-2-3)

2.2 Supervision and Evaluation

Instructions: This instrument is intended for use by the principal as

10.

11.

self-evaluation. The results are to be discussed with
the evaluator.

The principal should answer each question as specifically
as possible, citing examples whenever appropriate. Use
separate sheets of paper and return to the evaluator,

What needs did you identify for your school this year?
What recommendations did you make to meet those needs?

llhat are the goals and objectives of your school? Please explain
how they are consistent with system goals.

What steps have you taken to create procedures for eva]uat1ng school
programs and student achievement?

With whom have you reviewed the results of these eva?uatiéns, and
what recommendations have you made based on the results?

Please outline whatever steps you have taken to involve the staff
in making decisions concerning curriculum development, implementa- -
tion and modification.

What have you done to encourage innovative approaches to the
curriculum?

To what extent did you seek faculty input on the manner in which
the school is being run, and how did you respond to this input?

How would you assess the relationships you have established with
staff members based upon your observations and analyses of class-
room teaching?

What needs have your staff members communicated to you?

What orientation have you provided for staff members?



el
]
L]

13.

14,

15.

16.

(P~2-3)

2.2 Supervision and Evaluation (Cont'd)

In what ways have you had a positive effect on teacher-student
relationships?

How have you assisted and encouraged teachers in achieving their
goals and objectives?

How have you helped teachers in lesson planning?
How have consultants and specialists been utilized in your school?

Have you followed the established evaluation procedures this year?
Do you have any recommendations for improving them?
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(P-3=1)

3. Competencies and Professional Development

Instructions: This form is to be completed by the principal (as part of

sel f-evaluation) and returned to the evaluator, who will

then complete the following form. The resulting dialogue
should center on strategies for improving or maintaining

the principal's professional development.

3. A. Professional Development

ili

3.

Which periodicals do you read regularly that you feel contribute
to your professional development?

This year, have you taken any courses related to administration?

If so, list.

Have you participated in any conferences, workshops, or in-service

programs this year?

If s0, 1ist.

Explain how any or all of the above have contributed to your
growth as an administrator,

Do you ask your teacher reactions to you as a principal?

If not, explain.

1f so, how do you use the information that teachers offer?
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Lt

Professional
Literature

Professional
Participation

3 Comstructive
Criticism

Teacher
Reactions

3,5 Adninistrative

Effectiveness

3, B, Conpetencies and Profes sional Development

Comnents

Ts conversant
with current
Titerature

“(ccasonal ly

reads £o keep
Wp with trends
4 devel ipments

15 not aware of

the latest de-
velopnents

N | .
Wikes frequent
& excellent use
of educational
o ortunities

RPN
Oecasional ly

makes use of ed-
ucational oppar-
tunities

R R
“Does not take

advantage of
educati nal
cppor tuni ties

I
Is open to
constructive
criticisn

_ __1 -
~heeepts construcs

tive criti cism
unwi1 i ngly

R
Is closed to

all criticisn

) | _
Percaives and bene=
fits from teacher
reactions to ad-
ministrative actions

N N
“Oecasional ly

us &5 teacher
yeactions

~Disregards

taacher re-
actions

I B}
T&ntifies the fac-
gors that interfere
with effectiveness
and takes steps o
inprove them

'Ident%}1e§’the

factors that in=
terfere with
effecti veness

o N
IS unaware of
the factors

thit interfere
With effecti ve-
hess



Instructions:

4. Human Relationships

(P-4-1)

Identical fovms are to be completed by the evaluator
(which may include staff or peers) and by the principal,

and the results should provide the basis for a dialogue
on how to dmprove or maintain quality human relationships.

The principal:

1,

Shares ideas and methods of instruc~-
tion with staff.

Exhibits professional and ethical
behavior toward staff.

Encourages faculty input in com-
mi ttee and faculty meetings.

Seeks assistance, advice, and
guidance as necessary from col-
Tleagues and/or specialists.

Provides assistance, advice, and

guidance as necessary for colleagues.

Keeps in confidence information
that has been obtained in the
course of professional service,

Sets realistic expectations for
staff,

Attempts to establish the confi-

Cooperates with teachers in es-
tablishing a discipline policy.
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4, Human Relationships (Cont'd)

The principal:

10.

11.

12.

13.

1 ‘4i

Is fair and consistent in admin-
istering the discipline policy.

Makes well known to students the
parameters of the discipline policy.

s available for individual confer-
ences with staff at a mutually
agreeable time.

Fosters a constructive parent-
school relationship.

good feeling among staff members.

Yes

~Facitlitates—cooperation; trust and - - -

No

(P-4-1)

Comment and/or Example



(P-4-2)

Parent, Community Relation Survey

Instructions: The principal is to complete the form and the results

serve as the basis for a discussion on methods of
improving or maintaining a sound relationship with
the community.

What contact have you had with parents regarding the following:

1)

school programs

curri culum

teachers

discipline problems

other

What attempts have you méde to convey information about school programs
to parents and/or community?

Are you satisfied with your level of achievement? What do you feel can
be done to improve this?
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Glasgagx

Classroom

Enwironment: The sum total of all the physical, social, emo-

(atmosphere) tional, and mental factors that contribute to
the total teaching-learning situation; for ex~
ample, heat, 1ight, seating, individual differ-
ences among members of the group, teacher per~
sonality, teacher-pupil relationship, etc.

Carter V., Good, editor, Dictionary of Education,
New York: McGraw=-Hill Book Co., 1959, p. 202,

Formative and

Summative

Evaluation: The purpose of summative evaluation is to stress
the overall effectiveness of a program; whereas
the purpose of formative evaluation is generally
to help in the development of the program.

- Anderson, et al., Encyclopedia of Educational
Evaluation, San Francisco: Jossey-Bass Pub~
11shers, 1975, p. 406,

Self-

Awareness: Knowledge of one's own traits or qualities; in-
sight into, and understanding of one's own be-
havior and motives. '

Horace B, English and Ava C. English., A Compre~
hensive Dictionary of Psychological and
Psychoanalytical Terms, New York: David

B. McKay Co., Inc., 1958, p. 486,

Test: The term "test" in the job description of a
classroom teacher encompasses all methods of
assessment that a teacher uses, and is not Tlim-
ited to the concept of a test requiring the use
of pencil and paper.
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CONNECTICUT PUBLIC ACT 74-278

An Act Concerning Teacher Evaluation

and

GUIDELINES AND CRITERIA

for implementation
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PUBLIC ACT NO. 74-278
AN ACT CONCERNING TEACHER EVALUATION

Section 1. The superintendent ¢f wach school district
shall, in accordance with guidelines astablished by the state
board of education for the development of evaluation programs
and such other guidelines as may be established by mutual
agreement between the town or regional hoard of education and
the teachers' representative chosen pursuant to section 10-153b
of the general statutes, continuously evaluate or cause to he
evaluated each teacher., The superintendent shall report the
status of such evaluations to the town 0r regional board of
education on or before June first of eath year. For purposes
of this section, the term "teacher" shall include each employee
of a board of education, below the rank of superintendent,
who holds a certificate or permit issved by the state board
of education.

Section 2. On or before January 1, 1975, each town or
regional school district shall submit, in writing, to the state
board of education a report on existing evialuation procedures
and plans for implementing the guidelines established by the
state board of education for development of local evaluation
programs.

Section 3, Section 1 of number 73~456 of the public
acts of 1973 is repealed...

Section 4. The sum of thirty thousand dollars is appro-
priated to the department of education, which appropriation shall
be from the sum appropriated to the finance advisory committee
under: Section 1 of number 74-31 of the special acts of the cur-
rent session for the reserve for legisiation affecting agency
budgets and shall be administered by safd department. Said sum
shall be used for the development, p1ann1nq, research and evalw-
uation of the guidelines and programs reguired by this act and
for assistance to town and reg1cna1 boards of education includ«~
ing orientation and in-service workshops in implementing such
guidelines and programs.

Section 5. This act shall take effect July 1, 1974,
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CONNECTICUT STATE DEPARTMENT OF EDUCATION
Hartford

Guideljnes for Teacher Evaluation

The following guidelines have been established by the State
Board of Fducation to serve as a framework within which each
school district can now develop or adapt its program cof eval-
uation of professional staff, While they have the force of
law behind them, these guidelines have been developed as a
means of improving the learning experiences of students. It
is believed that the approaches to staff evaluation laid down
in these quidelines pave the way to positive approaches that
.can be characterized by such terms as mutuaiity, planning,
trust, and self-evaluation.

These quidelines were developed as the result of the work of
the AdVvisory Committee on:Teacher Evaluation appointed by the
State Board of Education to make recommendations for the
Teacher Evaluation Act P.A. 74-278 enacted by the General
Assembly. The guidelines embody the viewpoints of a broad

- spectrum of educational interests - not only those of the
Advisory Committee itself, but indirectly many others, in-
cluding legislators, educators, and the Tay community.

Guiding Principles

A school environment in which a teacher vy most fully develop
the art and science of teaching is essential. These guide-
lines are prepared in an effort to help create such an environ-
ment in every school system in Connecticut.,

the improvemert Of the student learning ex-
perience. : - €’

Teacher evaluation should be a continuing process through which
the professional performance of a teacher is enhanced. Per-
formance should be evaluated in terms of the degree to which

activities have met cooperatively pﬁédgterminéﬁ;gaa1sfand,Dba
Jectives appropriate to the individual's professional role in
tﬁémiﬁniextfQfgjﬁg”spe;ifiﬁiéﬁypétionaT,EnViféﬁméht_

II. The local school district establishes its own
educational goals. Such goals' form the basis
of the teacher evaluation program. —
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The goals of an educational system may be described as those
ultimate general behaviors expected of most students, As

such, in at least a broad sense they describe and define for
the instructional and special service as well as administra-
tive staffs the targets toward which their efforts should be
directed. Such goals should be established at the local level
so that a teacher may set meaningful objectives upon which to
be evaluated. Based on such goals, objectives will be de-
veloped by the various units of the school system and will

form the basis of the teacher evaluation program. Within those
units, the teacher (as defined in the statutes) must recognize
how he contributes toward reaching those goals. Thus, just as
the school system develops goals toward which it works, so too
the units within the system and ultimately the teacher recog-
nize how related objectives at their respective levels contribute
to the realization of the broader goals. The Connecticut State
Department of Education has conducted a study among varicus
interested groups to develop goals aimed at bringing changes

in student behavior.* A set of six major goals for education
have been developed:

1. Each student learns to communicate effectively.
2. Each student accepts learning as a lifelong
continuing process of self-development.
3. Each student develops the skills, knowledge,
and values necessary for responsible citizenship.
4, ©Each student increases his ability to understand
himself and to function in his environment,
5, Each student acquires habits and attitudes which
have proven of value for health and family 1ife.
6. Each student applies his accumulated knowledge
and skills to present day living.

The goals have been accepted as working goals by the State Board
of Education to serve as criteria for the programs of the De-
partment, They are presented here to assist local school sys-
tems in the deve1apment of their own goals.

1I1. Ample time is provided for this goal-oriented

approach to teacher evaluation.

At Teast five years should be allowed for the development, de-
sign, field~testing and review of the evaluation, with progress
reporis from the school districts made annually to b2 State
Board of Education.

Iy. A _fiscal support system is established far 1 the
aurpose of assisting school districts to prepare

for and conduct avaluations.

*Based on "Connecticut Citizens Response to Educational Goals"
(1971-1972). '
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At the local level, planning and implementing an evaluation
program requires time and personnel. Conditions in each local
district vary, and each district will have to assess its status
in this regard, Funds will be needed Tor such a program, not
only for implementation purposes, but also for the purposes of
in-service training. The State Department of Education has a
responsibility for helping with broadly rec@qn1zed needs in the
upgrading and advancing of competencies in perscnne1 evalua-
tion. This in turn requires funding provisions at the state
Jevel. ,

Qujdg11ﬂes and Criteria for the Development

of an Evaluation Plan

GUIDELINE I. Each professional shall cooperatively determine
with the evaluator(s) the objectives upon which his or her
evaluation shall be based.

CRITERTA:
1.1.7 Written objectives for the evaluatee are developed.
1.1.2 Objectives are stated in operational (observable)
terms.
1.2.1 Teachers and administrators work together in de-
veloping objectives, '
1.2.2 Objectives are JQintTy appraved

GUIDELINE I1. The evaluation program is cooperatively planned,
carried out and evaluated by all levels of the staff.

CRITERIA:
2.1.1 There is input from all reference groups.
2.1.2 There is substantial approval of program by all
groups.
2.2.1 Active roies for each group are specified.
2.2.2 There is a procedure to provide feedback from all

groups concerning the evaluation program.

GUIDELINE I1I1II., The purposes of the evaluation program are

clearly stated in writing and are well known to the evaluators

and those who are to be evaluated.

CRITERTA: ,

. There is a clear written statement of the purposes

of the evaluation program,

.2.17 Statement of purposes is widely distributed to eval-
uators.

(] U.]‘ M\
_I [

164
-121-



3.2.2 Statement of purposes is widely distributed to
those to be evaluated.

3.3.1 Statement of purposes is explained and discussed
with and by all reference groups.

GUIDELINE IV, The general responsibilities and specific tasks
of the teacher's position should be comprehensively defined
and this definition should serve as the frame of reference for
evaluation.

CRITERIA:
4.1.1 General responsibilities of each professional posi-
tion are defined in writing.
4,.2.1 Tasks for each individual are specified.
4.3 Above procedures serve as a reference for evaluations,

GUIDELINE V. The accountability relationship of each position
should he clearly determined. The itaacher should know and un-
derstand the means by which he or she will be evaluated in re-
lTation to that position.

CRITERIA:

5.1 The evaluation process clearly states the responsibii-
ity of the evaluator to¢ the evaluatee.

5.2 The evaluation process clearly states to whom and for
whom each person is responsible in the evaluation
process. -

5.3 The evaluation process clearly states how (methods/
procedures) the evaluation is to be carried out.

GUIDELINE VI, Evaluations avre more diagnostic than judgmental,
The process should help analyze the teaching and Tearning to
plan how to improve, _

CRITERIA: , o
6.1- Evaluation procedures utilized deal with identifica=-
tion of strengths and weaknesses of the teaching-
Tearning process.
6.2 OQutcomes of the evaluation process is a plan or pre-
scription for improving the teaching-learning process.

GUIDELINE VII. Evaluation should take into account influence

on the learning environmient such as material and professional
resources.
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CRITERIA:
7.1 The evaluation process takes into consideration the
level of support resources and other infiuences affect-
ing the achievement of objectives,

GUIDELINE VILI, Self-evaluation is an essential aspect of the
program. Teachers are given the opportunity to evaluate them-
selves in positive and constructive wvays.

CRITERTA: ,
8,1 Opportunities are provided to each professional staff
member to conduct a self-evaluation.
8.2 Individuals are given the opportunity to include self=-
o evaluation reports as part of the total evaluation
T report.

GUIDELIME IX. The self-image and self-respect I teachers
should be maintained and enhanced. Positive self-concepts can
be fostered by an effective evaluation plan.

CRITERIA:

9,17 The evaluation plan focuses on strengths of profes-
sional staff members, not just weaknesses.

9.2 There is a clear statement of responsibility for main-
taining and enhancing the self-image and self-respect
of all professional staff throughout the evaluation
process,

GUIDELINE X. The nature of the evaluations is such that it
encourages teacher creativity and experimentation in planning
and guiding the teacher-learning experience provided children.

CRITERIA:

10,7 The evaluation program clearly states encouragement of
teacher creativity and experimentation in planning and
guiding the teacher-learning experience provided chil-
dren.

10.2 The evaluation program makes provision for teacher
creativity and experimentation in planning and guiding
the teaching-learning experdience provided children.

GUIDELINE XI. The program makes ample provision for clear, par-
sonalized constructive feedback,

CRITERIA: )
11.17 A procedure (conference or written report) for review of
the evaluation is provided,

11.2 feedback is given on an individual basis. 7
11.3 Feedback is based on diagnosis of the teaching-learning

process and includes positive suggestions for improve-
ment,
-123-




A progress assessment shall be the responsibility of the State

Department of Education:

1,

The Department inventories each school district
as to (1) status, and (2) plans for development
of teacher evaluation program. Prog ms are re-
viewed in terms of the extent to which they are.
meeting the guidelines,

The Department communicates to each superintendent
the results of its review, its understanding of
the timetable proposed in the school district's
plans, and any recommendations for adjustment to
suchk plans.

Faci Superintendent receiving recommendations for
adjustments to plans acknowledges such recommenda-
tions and agrees to incorporate such recommenda-
tions into a vevised plan. Any superintendent who
does not agree with the recommendations requests a
meeting with the Department for the purpose of
clarifying and setting forth an alternate plan to
fully implemen* == effective evaluation program
within a rassonable period of time,

167

-124-



APPENDIX C

168




TEACHER EVALUATION*

I. A Perception

Educational evaluation is concerned with four major
areas: program, students, materials used in classrooms, and
teachers. Most of what has been published in avaluation deals
with programs and students, with some becoming available on
materials. Evaluators were shying away from the evaluation
of teachers until events of recent years forced them %o turn
their attention in this direction.

This article is concerned with the following questions:

1. Why should teachers be evaluated?
2. How is evaluation of teachers perceived?
3. How can evaluation of teachers be done?

During the last fifteen years, voices have been
raised asking for more accountability in education. Since
the economic situation during the period, described as in-
flation and recession at the same time, has had much to do
with deman<s for accountahility, the underlying theme has
been "qetting the most from the education dollar."

As the trend has hecome general, many States have

ically identifying teachers as a sector to be evaluated.

_ *Philip Saif, "Teacher Evaluation," Connecticut
Association of Boards of Education Journal, EG/5-76.
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Why have lawmakers required evaluation of teachers?
Some have answered this question simply by saying "to get
rid af 'bad' teachers." O0Others have seen evaluation as a
means of determining salary scales. Educators did not feel
comfortable with either answer. They, however, looking at
the same question, have given different answers, namely:
"to improve student learning" and "to promote the profes-
sional growth of teachers." Therefore, the discussion in
this article is primarily related to these concepts.

Since the primary professional activity of a teacher
is teaching, the major concern ¢f teacher evaluation should
be effective student learning experiences. With focus on
the improvement of student TEérning, an evaluation scheme
should seek to help all teachers do a better job. It does
not comcentrate on defining "good" versus "bad" teachers, but
assumes that each teacher is competent, and that each can
improve.

"Good teaching" is too fuzzy a concept to be useful
in ¢ollecting data for evaluation. One way to refine such a
broad concept is through asking questions such as "Good for
what?" and "Good for whom?" Consequently, the first step in
the evaluation scheme is to esstablish objectives that are
congruant with the goals of education for the society and the
school district; and the final step will be to determine to
what degree these objectives were met. The diagram shown ex~
plains what the necessary steps are between the first and the
last steps.

The first three steps - establish objectives, design
activifies, and determine criteria for validation - should be
done together. Mczt of the criteria needed will relate to
student performance and teacher activities that will lead to

student Tearning. Some related teacher behaviors will probably

~127-
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Activities
Properly
Implemented?

Objectives
Reasonable?

NO Objectives
- Achieved?

BEGIN NEW CYCLE: » L
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also be considered: attitudes, values, human relations, and
prefessional growth.

The individual teacher and the evaluator (frequently
the evaluator in schools is the supervisor) must work together
to decide upon the objectives which will form the major part
of the teacher's evaluation. The design of activities for
the achievement of the stated objectives is also meant to be
agreed ﬁpgn by the teacher and the evaluator together. Activi~
ties and criteria need to be expressed and written in precise
terms so that there will be no misunderstanding about what is
to be done and when various activities take place.

Like the first three steps in the diagram, steps 4
and 5 - implement activities and collect data - take place at
the same time. It s important that the collected data be
appropriate to help in determining the degree of meeting the
stated objectives. To explain the impoartance of collecting
proper data, the writer mentions the following incident when
he was consulted "after the fact." At the end of the year,
the principal of a high school found that, although both he
and the teacher had stated objectives, designed and implemented
activities,...the objectives were not achieved., Examination
of the collected data revealed that they had not included the
attitude of the teacher towards the course he was teaching.
Incidentally, that attitude proved to be negative.

Step 6 - analyze data - is a natural extension of
steps 4 and 5; at the same time it forms the foundation for
the next three steps, in which decisions are made.

Step 7 asks Are the objectives reasaonable? After
performing some (or all) of the activities according to the
plan, the evaluator, as well as teacher, can determine whether
or not the objectives were realistic. If not, they (the



teacher and the evaluator) should go back to Step 1, re-
examine and modify or re-write the objectives.

Step 8 asks Were the activities properly implemented?
If the answer is "no" one must go back to Step 4 to discover
what was not properly implemented.

Step 9 asks Were the data collected significant? Was
enough information gathers? and was it the right information?
If the data collected do not fulfill the purpase, one must go
back to Step 5 to determine other kinds of needs data.

When the three steps (?2'8, and 9) have all been an-
swered "yes," it becomes obwious that Step 10.must ask Were
the objectives achieved? If the answer is ”y%sg" a new cycle
could be initiated. If the answer is "no," an overall exam-
ination should be done starting with the design of activities,

The teacher should he an active participant throughout
the evaluation process, If information gatherad during the
evaluation process is to be useful to the teacher in making
decisions, then the teacher and the evaluator should decide
;q;ether,whaé should bhe evaluated, what criteria should be
used, and how information should be collected. As data are
gathered and analyzed, the teacher and the evaluator together
can make decisions as to which of the early steps should be
re-examined.

Evaluation of teachers, as perceived above, is a way
for teachers and evaluators to work together in examining
performance so that, tovgether, they can effect changes to im-
prove student learning. When teachers are active participants
in an on-going process, evaluation can be a valuable tool in
jmproving the educational outcomes. h
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In order to put the plan mentioned above into action,
the evaluator must meet with the teacher at least three times

a year:

1. Initjal conference(s) during the early part
of the year (September/October) to agree in
writing upon the objectives, the activities,-
and methods of validation. '

2. Mid~year conference(s) (January/February) to
check ypon the processes.

3. End-af-year conference(s) (May) to assess the
degree of success in reaching each of the
objectives.

Various forms could be developed to meet such steps.*

II. Are the Objectives Enough?

Whether educators call the system described above as
objective-based evaluation or contract or management by ob-
jectives, the guestion will be raised: Are such objectives
enough for the ewaluation of & teacher?

The stress, in the first part of this article, was
placed on the outcopme. Objectives are geared towards stu-
dents and what they should learn. What about the teacher?
There are other characteristics that should be considered,
e.q., accuracy, stability, creativity, etc. How should
such characteristics be considered in evaluation of a teacher?
How could it be domne in a meaningful way? Most teachers are
familiar with the check 1ists which have been shown to be B
invalid. Some school districts thought of scales. Frequently
such scales are of no value to a teacher. To illustrate, one

*The writer has developed some forms that are used
in the school districts with which he is consulting.
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may take an item that does not usually appear on a scaley
let it be "Friendliness."”

Example: Suppose that "Friendliness" is a desired
item on the scale. It appears as follows:

Friendliness: T - 2 3 4 5

The evaluator is supposed to check ar ¢ircle a number. What
does it mean to a teacher to say: "You are 3 out of 5 on
friendliness"? To improve such a situation, another type of
scale had been proposed by Burks (1971), Definitions or ax~
planations of what is meant should appegdr on the scale., It
may appear as follows: ' ‘

Friendliness: Friendiiness is the warmth and the

sociability a person has in relatiom to students as

well as to fellow teachers and admimistrators.

or 00 oo oo oo

Afc.i  fioreachable Warm and  Extrovert . Excellent 1in
Sociable (very sociable) establishing

relations w/

other people

Such'verbalizatian will mean something to the person
to be evaluated. Teachers and administrators could coma to-
gether and identify the important items. They may find
"friendliness" to be a trivial point that should not appear on
the 1ist. The purpose of the two squarey above each pnint is
that a teacher can evaluate him/herself and the evaluator ¢an
use the same form to see whether they agree or disagree on the
separate items. If disagreement occurs, then discussion takes
place, which by its nature, will improve communications within
the school. Both the teacher and the evaluator can agreg upon’

as many items as they desire.
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Concluding Remarks

In this article evaluation of &1 teacher is based

upon the following:

Se

Specific objectives and how to Follow through.

f-evaluation on items other tham objectives.

'}

An evaluator share his/her opinions an the
same scale that the teacher used for self-
evaluation.
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